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U. S. Departnent of Justice
Federal Bureau of Prisons

Notice

DATE: 11/6/2000

1. PURPOCSE AND SCOPE. To update Program Statenment 4500. 04, the
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWVARY OF CHANGES. Chapter 4504 was revised to inplenent an
Executive Staff decision to discontinue pay-per-view television
events in Bureau facilities.

3. TABLE OF CHANCGES
Renove | nsert
Chapt er 4504, Pages 3 - 6 Chapt er 4504, Pages 3 - 6

Changes are indicated by an asterisk (*) before and after added
or deleted information.

4. ACTION. File this Change Notice in front of PS 4500.04, the
Trust Fund\ War ehouse\ Laundry Manual .

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

Notice

DATE: 3/2/2000

1. PURPOCSE AND SCOPE. To update Program Statenment 4500. 04, the
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWMVARY OF CHANGES. Chapter 4526 was revised to inplenent an

Executive Staff decision establishing a permanent inmate spendi ng
[imtation and restricting the exclusions fromthe limtation.

3. TABLE OF CHANGES
Renove | nsert
Chapt er 4526 Chapt er 4526

Changes are indicated by an asterisk (*) before and after added
or deleted information.

4. ACTION. File this Change Notice in front of PS 4500.04, the
Trust Fund\ War ehouse\ Laundry Manual .

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

Notice

DATE: 9/3/99

1. PURPCSE AND SCOPE. To update Program Statenment 4500. 04,
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWARY OF CHANGES. The significant changes are summarized
as follows:

a. Chapter 4501 was revised to include references to the
Fi scal Year 1996 and 1999 appropriation | anguage changes
regardi ng Trust Fund Authority. Changes were nmade to reference
the Federal Prison Point of Sale (FPPOS) Technical Reference
Manual s as gui delines for operation of the FPPOS System

b. Chapter 4504 was revised to clarify the appropriate uses
and prohibitions on the use of Trust Fund profit distributions
and identify the inmate prograns funded by Trust Fund profits.

c. Chapter 4506 was revised to enphasi ze the requi renent for
t he use of the Governnent-w de comrercial credit card for
pur chasi ng Trust Fund supplies in accordance with Bureau of
Prisons Acquisition Policy.

d. Chapter 4507 was revised to clarify the disposition of
property purchased wth Trust Fund noni es.

e. Chapter 4508 was added to identify the docunent retention
schedul e for various Trust Fund docunents.

f. Chapter 4522 was revised to encourage the procurenent of
Comm ssary goods which neet the religious dietary restrictions of
certain inmates and to prohibit the sale of effervescent denture
cl eaning tablets such as Polident and Efferdent and products
cont ai ni ng pseudoephedrine. Revisions also were nade to prohibit
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the sale of video ganes except word spellers and nusica
i nstrunments (excl udi ng harnoni cas) and prepared neals from
out si de sources.

g. Information on nedication for the inmate snoking cessation
program was al so i ncluded in Chapter 4522.

h. Chapter 4524 was revised to reference a new Speci al Purpose
Order form avail abl e on BOPDOCS

i. Chapter 4527 was revised to require the routine revi ew of
sl ow noving Conmi ssary stock and to clarify the accounting
related to Trust Fund Reports of Survey and reporting of
quarterly inventory shortages and overages.

j. A new Chapter 4528 was added for the policy regarding the
ordering of postage stanps through the Postage Stanp Program

k. Chapter 4540 was revised to require that docunentation be
mai nt ai ned regarding the contacts between the institution and the
Stat e Licensing Agency regarding Trust Fund vendi ng.

| . Chapter 4550 was revised to make reference to institution
security as it relates to inmate call forwarding.

m  Chapter 4555 was revised to allow Trust Fund staff to fold
and staple the Phone Access Code formwith only the inmate's nane
and register nunber visible for distribution.

3. TABLE OF CHANGES

Renove | nsert

Pages i - ii Pages i - ii

Chapter 4501 Chapter 4501

Chapt er 4504 Chapt er 4504

Chapt er 4506 Chapt er 4506

Chapt er 4507 Chapt er 4507
Chapt er 4508

Chapter 4522 Chapter 4522

Chapt er 4524, Pages 1 - 2 Chapt er 4524, Pages 1 - 2A

Chapter 4527, Pages 5 - 12 Chapter 4527, Pages 5 - 13
Chapt er 4528

Chapt er 4540, Pages 1 - 2 Chapt er 4540, Pages 1 - 2A

Chapt er 4550 Chapt er 4550

Chapt er 4555, Pages 1 - 2 Chapt er 4555, Pages 1 - 2A

Changes are indicated by an asterisk (*) before and after added
or deleted information.
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4. ACTION. File this Change Notice in front of PS 4500.04, the
Trust Fund\ War ehouse\ Laundry Manual .

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED:  4500. 04

Change
Notice HANGE NOTI G2 NABER 84 et

1. PURPGSE AND SCOPE. To update Program Statenment 4500. 04,
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWARY COF CHANGES. The significant changes to Program
St at enent 4500. 04 are summari zed as fol |l ows:

a. Chapter 4507 was revised to clarify the process for
transfer of personal property between the Trust Fund operation at
one institution to a Trust Fund operation at another institution.

b. Chapter 4520 was revised to allow for the security review
of Conm ssary operations to be conpiled fromthe quarterly
security reviews required by the Correctional Services Manual .

c. Chapter 4522 was revised to allow the sale of pre-stanped
i nternational envelopes (Air-O-Gans) and to prohibit the sale of
televisions in the Conm ssary.

d. Chapter 4524 was revised to incorporate the results of the
Task Force on streanmining Special Purpose Orders (SPO and to
include the maxi numdollar limtation of $300 per quarter for
hobby craft materials obtained through the SPO process. This
coincides with new I nmate Recreation Policy.

e. Chapter 4527 was revised to nake reference to ensuring the
correct price is placed on the Receiving Report for Comm ssary
mer chandi se and to clarify the procedures for inventory
adj ustments occurring during the quarter when the physical
inventory of a specific itemis different fromthe anmount shown
on the Federal Prison Point of Sale Stock Status Report.

f. Chapter 4540 was revised to reference the proper signature
process for agreenments between the Trust Fund and the State
Li censi ng Agency for vendi ng operations.
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g. Chapter 4550 was revised to add a statenent requiring
inmates to use the Inmate Tel ephone System for all personal
t el ephone calls and prohibit the use of any type of cal
f orwar di ng.

h. Chapter 4579 was revised to allow Controllers to identify
the itens which require mai ntenance of Stock Record Cards.
Chapter 4579 was also revised to clarify the use of the unit
price information on the Stock Record Card and the need for the
use of this unit price to trigger notification of excess surveys
to the Regional Director.

i. Chapter 4596 was revised to clarify that the 360 day supply
of clothing/linen includes both purchased and donated itens.

3. TABLE OF CHANGES

Renove | nsert
Program St at enent Program St at enment
Chapter 4502 Chapter 4502
Chapt er 4507 Chapt er 4507
Chapter 4520, Pages 1-2 Chapter 4520, Pages 1-2
Chapter 4522, Pages 3-6 Chapter 4522, Pages 3-6
Chapter 4522, Page 9 Chapter 4522, Page 9
Chapt er 4524 Chapt er 4524
Chapter 4527, Pages 3-12 Chapter 4527, Pages 3-12
Chapter 4527, Attachnent B Chapter 4527, Attachnent B
Chapt er 4540, Pages 1-2 Chapt er 4540, Pages 1-2
Chapter 4541, Attachnent B Chapter 4541, Attachnent B
Chapt er 4550 Chapt er 4550
Chapt er 4573, Pages 3-4 Chapt er 4573, Pages 3-4
Chapter 4579 Chapter 4579
Chapter 4580, Pages 1-2 Chapter 4580, Pages 1-2
Chapter 4596, Pages 1-2 Chapter 4596, Pages 1-2

Changes are indicated by an asterisk (*) before and after added
or deleted information.

4. ACTION. File this Change Notice in front of PS 4500.04, the
Trust Fund\ War ehouse\ Laundry Manual .

/s/
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

&
Change
DI RECTI VE BEI NG CHANGED: 4500. 04
. CHANGE NOT MBER:
Notice T Sthnea0, 1007
)

1. PURPGSE AND SCOPE. To update Program Statenment 4500. 04,
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWARY COF CHANGES. The significant changes to Program
St at enent 4500. 04 are summari zed as fol |l ows:

a. Chapter 4502 was revised to include the proper payrol
coding for Trust Fund Supervisor salaries in order to neet the
requi renents of the Settlenment Agreenent in the WAshi ngton vs
Reno | nmate Tel ephone System (ITS) litigation.

b. Chapter 4522 was revised to require Conmm ssaries to stock
at | east 25 over-the-counter nedications; a new |listing of
approved nedi cations was incorporated into the itens approved for
sale in the Comm ssary. Staff should note that eye drops such as
Artificial Tears are authorized; eye drops such as Visine,

Murine, Cl ear Eyes and Vasocon are no |onger on the authorized
list of approved products. Institutions are authorized to sel

all eye drops in the Visine category currently in stock but not
to replenish stock supplies.

c. Chapter 4522 was revised to prohibit the sale of protein
powders/drinks in the Comm ssary. Institutions are authorized to
sell itens of this type currently in stock but not to replenish
st ock supplies.

d. Chapter 4522 was revised to clarify the color requirenents
for inmate athletic shoes sold in the Conm ssary.

e. Chapter 4544 was revised to require that used photo tickets
and photo vouchers be marked or nutilated to ensure agai nst
reuse.

f. Chapter 4550 was revised to allow staff to nmake test calls
on the ITS for troubl e-shooting purposes but to prohibit personal
calls or business calls by staff.



3. TABLE OF CHANGES
Renove
Chapt er 4502
Chapt er 4522, Pages 5 -

Chapt er
Chapt er

Changes are i

4. ACTI ON.

Trust Fund\ War ehouse\ Laundry Manual .

4544, Pages 3 -
4550

9
6

PS 4500. 04
CN- 03, June 30, 1997
Page 2

| nsert

Chapt er 4502
Chapt er 4522, Pages 5 - 9
Chapter 4544, Pages 3 - 6
Chapt er 4550

ndi cated by an asterisk (*) before and after added
or deleted information.

File this Change Notice in front of PS 4500.04, the

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

&
Change |
Dl RECTI VE BEI NG CHANGED: 4500. 04
. VBER: 02
Notice CHNE NOT = AR Chne a6, 1007
)

1. PURPCSE AND SCOPE. To update PS 4500.04, the Trust
Fund/ War ehouse/ Laundry Manual .

2. SUWARY COF CHANGES. The significant changes to PS 4500. 04
are summari zed bel ow.

a. Chapter 4504 was revised to clarify the use of Trust Fund
Profit Sharing funds for expenditures such as prem um novie
channel s, weight lifting equi pnment, and nusical instrunents.

b. Chapters 4506 and 4527 were revised to allow the use of the
Governnent Credit Card for the purchase of Conmm ssary nerchandi se
and to provide special procedures to ensure control of the
i nventory.

c. Chapter 4507 was revised to authorize a special equipnent
allotment for the purchase of Trust Fund m nor equi pnent.

d. Chapter 4522 was revised to clarify recent changes in the
purchase of personal property by inmates such as athletic shoes
and clothing and to add several itens to the over-the-counter
medi cation |isting.

e. Chapter 4523 was revised to stream ine the process of
recording inventory adjustnments in FMS.

f. Chapter 4525 was revised to describe the sale of vending
debits as a final sale, rather than as a vending credit, renoving
the need for a liability account. Separate sub-objects for
recordi ng Speci al Purpose Order (SPO and Hobby Craft sales were
del eted and these sales included in the Regul ar sal es category.

g. Chapter 4527 was revised to clarify the end of the quarter
reporting requirenments. This chapter was also revised to
establish that Trust Fund inventory |osses due to theft shall be
reported in FM5 as inventory shortages rather than inventory
adj ust nent s.
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h. Chapter 4540 was revised to include information on the
Randol ph- Sheppard Act and the Trust Fund vendi ng operations. The
date for all institutions to nove to debit vendi ng was
establi shed as Cctober 1, 1998.

i. Chapter 4551 was revised to require two quarterly back-up
tapes for Inmate Tel ephone System (I TS) data, one of which is
retained for six years.

j. Chapter 4555 was revised to require the Trust Fund
Supervisor to review the Bal ance Report daily for negative ITS
bal ances, to allow staff to transfer I TS credits back to the
inmate's Federal Prison Point of Sale account when the inmate is
pl aced on tel ephone restriction for nore than 10 days, and to
conduct a quarterly account verification.

k. Chapter 4580 was revised to indicate the responsibility of
the Board of Survey to prepare the annual inventory schedule for
stores, property, and quarterly Conm ssary inventories. Further
clarification was provided on the responsibility for Food Service
and Health Services inventories.

| . Chapter 4596 was revised to allow for an institution to
have a 360 day supply of inmate clothing on hand to allow for
obtai ning surplus clothing itens.

3. TABLE OF CHANGES

Renove | nsert

Program St at enent Program St at enent

| ndex, Pages i and il | ndex, Pages i and i
Chapt er 4504 Chapt er 4504

Chapt er 4506 Chapt er 4506

Chapt er 4507 Chapt er 4507

Chapt er 4520, Pages 3-4 Chapt er 4520, Page 3-4
Chapter 4521 Chapter 4521

Chapter 4522 Chapter 4522

Chapter 4523, Pages 3-4 Chapter 4523, Pages 3-4
Chapter 4524, Pages 1-2 Chapter 4524, Pages 1-2
Chapt er 4525 Chapt er 4525

Chapt er 4526 Chapt er 4526

Chapter 4527 Chapter 4527

Chapt er 4540 Chapt er 4540

Chapter 4541, Pages 1-3 Chapter 4541, Pages 1-3
Chapt er 4543 Chapt er 4543

Chapt er 4544 Chapt er 4544

Chapter 4551 Chapter 4551

Chapt er 4554 Chapt er 4554

Chapt er 4555, Pages 1-5 Chapt er 4555, Pages 1-7

Chapt er 4556 Chapt er 4556



Renove

Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er

| nsert
4557 Chapt er
4571 Chapt er
4572 Chapt er
4573 Chapt er
4577, Page 3 Chapt er
4578 Chapt er
4579 Chapt er
4580, Pages 1-2 Chapt er
4595 Chapt er
4596 Chapt er

Changes are indicated by an asterisk (*)
or deleted information.

4. ACTI ON.

PS 4500. 04
(CN-02), June 16, 1997
Page 3

4557

4571

4572

4573

4577, Page 3
4578

4579

4580, Pages 1-2
4595

4596

before and after added

File this Change Notice in front of PS 4500. 04,
Trust Fund\ War ehouse\ Laundry Manual .

\ s\

Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

Dl RECTI VE BEI NG CHANGED: 4500. 04

Change
Notice CHNGE NITICE NAEER. N0t o 2o

1. PURPGSE AND SCOPE. To update Program Statenment 4500. 04,
Trust Fund/ War ehouse/ Laundry Manual .

2. SUWARY COF CHANGES. Chapter 4544 is added to the manual to
provi de gui dance on the establishnment and operation of a Trust
Fund | nmat e Phot ograph Program

3. TABLE OF CHANGES.

Renmove | nsert

Page i (12-15-96) Page
Chapt er 4544

4. ACTION. File this Change Notice in front of P.S. 4500. 04,
Trust Fund/ War ehouse/ Laundry Manual .

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

Program o Ao

NUMBER  4500. 04
DATE: Decenber 15, 1995

Statement SUBJECT: Trust Fund/Warehouse

Laundry Manual

1. PURPGCSE AND SCOPE. The Bureau of Prisons operates Trust Fund
prograns that provide inmates an opportunity to purchase articles
or services not issued or delivered as basic care by the
institution or of a different quality. A new Trust

Fund/ War ehouse/ Laundry Manual is required due to the

i npl ementation of the Trust Fund I nmate Tel ephone System (I TS)
and the consolidation of Warehouse and Laundry program
responsibilities under the Trust Fund Branch.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Efficient and reliable Conm ssary, Tel ephone and Laundry
services will be nade available to i nnates.

b. The Trust Fund operation will be managed to ensure an
efficient, cost effective, self-supporting program

c. Merchandi se, supplies, foods and equi pnment will be
received, securely stored and effectively distributed to
facilitate continuous institution operations.

3. DI RECTI VES AFFECTED

a. Directives Rescinded

* PS 4500. 03 Trust Fund Managenent Manual (4/4/89) *

b. Directives Referenced

PS 1221. 64 Directives Managenent Manual (8/20/96)

PS 1222. 05 For ns Managenent (5/17/93)

PS 1237.09 Conmputer Security (8/1/95)

PS 1600. 07 Cccupational Safety and Environnental Health

Manual (5/30/96)
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Page 2

PS 2000. 02 Accounti ng Managenent Manual (10/15/86)

PS 2010. 02 Accounting for Enployee Organizations Vendi ng
Machine Profits to Trust Fund (2/7/94)

PS 2010. 03 Accounting for Trust Fund Stanp and Coin
Checks in Transit (2/7/94)

PS 2010. 04 Accounting for the Trust Fund | nmate
Tel ephone System (3/25/94)

PS 2010. 05 Accounting for the Inmate Debit Card Vendi ng
Machi ne Program (9/ 30/ 96)

PS 2100. 03 Budget Execution Manual (8/4/95)

PS 3721. 05 Enmpl oyee Organi zations (3/19/96)

PS 4100. 03 BOP Acquisition Policy (9/16/96)

PS 4400. 03 Property Managenent Manual (2/27/96)

PS 5230. 05 Groom ng (11/4/96)

PS 5264. 06 Tel ephone Regul ations for I nmates (12/22/95)

PS 5270. 07 | nmat e Di scipline and Special Housing Units
(12/ 29/ 87)

PS 5290. 09 Adm ssion and Orientation Program (7/1/96)

PS 5321. 06 Unit Managenent (7/31/96)

PS 5360. 07 Rel i gious Beliefs and Practices (8/25/97) *

PS 5370. 08 Recreation Prograns, |nmate (6/13/94)

PS 5380. 05 Fi nanci al Responsibility Program- |nmate
(12/ 22/ 95)

PS 5381. 04 Organi zations, Inmate (3/19/96)

PS 5521. 05 Searches of Housing Units, Inmates, and
| nmate Work Areas (6/30/97) *

PS 5580. 05 Personal Property, Innmate (9/30/96)

PS 6000. 05 Heal th Servi ces Manual (9/15/96)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4031, 3-4034, 3-4035, 3-4037,
3-4040, 3-4042, 3-4044, 3-4315, 3-4316, 3-4317, 3-4318, 3-4319,
3-4320, 3-4321, 3-4324, 3-4439, 3-4187, 3-4393.

b. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1B-10, 3-ALDF-1B-16,
3- ALDF-1B-17, 3-ALDF-4D-11, 3-ALDF-4D- 12, 3-ALDF-5D-09, 3-ALDF-
3D-21, 3-ALDF-4D-08, 3-ALDF-4D-06, 3-ALDF-4D-10, 3-ALDF-1B-04, 3-
ALDF- 1B-07, 3-ALDF-1B-08, 3-ALDF-1B-14, 3-ALDF-1B-18, 3-ALDF-3A-
21, 3-ALDF-4D- 07, 3-ALDF-4D-09, 3-ALDF-4G 07.

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1B-05, 2-CO 1B-08,
2-CO-1B-09, 2-CO-1B-12, 2-CO- 1B-13, 2-CO 1B-14.

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC 1B-09, 1-ABC- 1B-10,



PS 4500. 04
CN- 04, 11/24/97
Page 3

1- ABC-1B-12, 1-ABC-1B-14, 1-ABC- 1B-16, 1-ABGC 3A-20, 1-ABC- 4D 06,
1- ABC-4D- 07, 1-ABC-4D-08, 1-ABC-4D-09, 1-ABC 4D 10, 1-ABC 4D 12,
1- ABC-4D- 14, 1- ABC-4G 15, 1-ABGC- 5D 11. *

5. I NSTI TUTI ON SUPPLEMENTS. Various Chapters of this Mnual
require the devel opnment of procedures for inplenenting policy at
the institution level. These procedures nay be issued as
separate Institution Supplenents, or as a conponent of a
consol i dat ed suppl enent on Trust Fund Operations, specifying the
Chapt er being supplenmented. Al Institution Supplenents shall be
prepared, approved, and reviewed as outlined in the Directives
Managenment Manual . The foll owi ng Chapters have requirenents for
establishing | ocal procedures through issuance of an Institution
Suppl enent :

a. Chapter 4520, Security - Conmm ssary.

b. Chapter 4521, Security - Federal Prison Point of Sale
System

c. Chapter 4522, Itens to be Sold in the Conm ssary.

d. Chapter 4524, Special Purpose Orders.

e. Chapter 4525, Comm ssary Sal es Procedures.

f. Chapter 4542, Vending Qperations for Services to | nmates.

g. Chapter 4543, Institution Supplenent on Vendi ng Operations.

h. Chapter 4544, |nmate Phot ography Program

i. Chapter 4550, Inmate Tel ephone System - Ceneral.

j. Chapter 4555, Inmate Tel ephone System Sal es Qperati ons.

k. Chapter 4573, Receiving Reports

l.

Chapt er 4595, Laundry Operations - Ceneral

6. ACTION REQUIRED. The Trust Fund, Warehouse, and Laundry
prograns shall operate according to the procedures set forth in
t hi s Manual

/s/
Kat hl een M Hawk
Di rector
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PROGRAM STATEMENT 4500. 04
TRUST FUND/ WAREHOUSE/ LAUNDRY MANAGEMENT MANUAL

Trust Fund - General Operations

4501 Hi story, Overview, and Nature of the Trust
Fund

4502 Trust Fund Operations and Controls

4503 Accountability of Enpl oyees

4504 Utilization of Trust Fund Financial Resources

4505 | nmat e Trust Fund Workers

4506 Trust Fund Purchasi ng and Recei vi ng

4507 Trust Fund Personal Property

4508 Trust Fund Docunent Retention Schedul e

4509- 4519 Reserved *

Trust Fund Comm ssary Qperations

4520 Security - Conm ssary

4521 Security - Federal Prison Point of Sale
System

4522 Itens to be Sold in the Conm ssary

4523 Pricing

4524 Speci al Purpose Orders

4525 Comm ssary Sal es Procedures

4526 Spending Limtation

4527 | nventory Contro

4528 Post age Stanp Program

4529- 4539 Reserved *

Trust Fund Vendi ng Operations

4540 Vendi ng Operations - Ceneral

4541 Operation of Vendi ng Prograns

4542 Vendi ng Operations for Services to | nmates
4543 I nstitution Suppl enment on Vendi ng Operations
4544 | nmat e Phot ogr aphy Program

4545- 4549 Reser ved

Trust Fund I nmate Tel ephone System Qperati ons

4550 | nmat e Tel ephone System - Gener al

4551 Security - Inmate Tel ephone System

4552 Tel ephone Servi ces Required

4553 Procurenment of | TS Equi pnent and Supplies
4554 | nmat e Tel ephone Syst em Rat es

4555 | nmat e Tel ephone System Sal es Operations
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| nmat e Tel ephone System Mai nt enance
Recor ds Managenent
Reserved

War ehouse Operations

War ehouse - GCeneral

Recei vi ng Procedures

Pur chase Docunents

Recei vi ng Reports

Transportation Charges
Governnment Bill of Lading

Lost and Damaged Shi pnents
Stores Requisition

Arrangenent of Stores

St ock Records

| nventories - Stores

Di sposition of Slow Mving Itens
Sani tati on/ Mai nt enance of Equi pnent
Safety

Techni cal References

Key Contr ol

Reserved

Laundry Operations

Laundry Operations - General

| ssui ng, C eani ng and Mi nt ai ni ng
Accountability of C othing and Linen

| nvent ory Managenent

Laundry Operations, Health, and Safety
Security - Laundry
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Chapter 4501 - History, Overview, and Nature of the Trust Fund
1. PURPGSE AND SCOPE. This Chapter gives a brief history of the

Trust Fund, provides an overview of the Inmate Deposit Fund, and
reviews the nature of the Trust Fund operation.

In 1930, Departnent of Justice G rcular No. 2126, entitled Rules
Governing the Control of Prisoner's Funds at the Several Penal
and Correctional Institutions (August 1, 1930), authorized and
established a Conm ssary at each institution. The Conm ssary was
created to provide a bank type account for inmate nonies and "for
the procurenent of articles not regularly issued as part of the
institution admnistration". G rcular 2244, Rules Governing the
Control of Prisoners Funds at Several Penal and Correctional
Institutions (January 1, 1932), superseded Circular No. 2126 and
establ i shed separate United States Treasury Accounts for the
"Prisoners Trust Fund" and the "Comm ssary and Wl fare Funds".

The exi stence and operation of the prison Comm ssaries was
recogni zed and approved by Congress in 1932 with the passage of
the Departnent of Justice's 1933 appropriation bill. [In 1934,
Congress designated the "funds of federal prisoners" and

Comm ssary funds" as "trust funds" (31 U S.C. 725s, 1934). Al
nmoni es accruing to these funds were appropriated and dispersed in
conpliance with the terns of the trust.

Section 108 of the Departnent of Justice, CGeneral Provisions,
Department of Justice, Public Law 104-134 (April 26, 1996)
provided that in Fiscal Year 1996 and each Fiscal Year
thereafter, anmounts in the Federal Prison Systens Conmm ssary
Fund, Federal Prisons, which are not currently needed for
operations, shall be kept on deposit or invested in obligations
of, or guaranteed by, the United States and all earnings on such
i nvestnments shall be deposited in the Conm ssary Fund.

Section 108 of the Departnent of Justice, CGeneral Provisions in
the Fiscal Year 1999 Omibus Bill and Conference Report Language,
Public Law 105-277 (Cctober 21, 1998) clarified the authority
regardi ng expenditures fromthe Conm ssary Fund for an I nmate

Tel ephone System and for ot her purposes, regardl ess of whether
any such expenditure is security-related, for prograns, goods and
services for the benefit of inmates (to the extent the provision
of those prograns, goods, or services to inmates i s not otherw se
prohi bited by |aw), including:
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a. the installation, operation, maintenance of the |Inmate
Tel ephone System

b. the paynent of all the equipnment purchased or leased in
connection wth the Inmate Tel ephone System and

c. the salaries, benefits, and ot her expenses of personnel who
install, operate, and maintain the Inmate Tel ephone System *

The "Comm ssary Fund" is generally referred to as the "Trust
Fund" and the "funds of federal prisoners” as the "Inmate Deposit
Fund" .

The Trust Fund's purposes renmain essentially the same as when
creat ed:

O To maintain inmates' nonies (Deposit Fund) while they are
i ncarcer at ed.

O To provide inmates the privilege of obtaining nerchandi se
and services either not provided by the Bureau or of a different
qual ity than that provided by the Bureau.

2. OVERVIEW The managenent of inmate funds and the operation
of the Trust Fund, as authorized, are designed primarily for the
benefit of inmates. Use of Trust Fund services is, however, a
privilege granted each inmate; therefore, the Warden or an

aut hori zed representative may limt or deny the privilege of a
particular inmate. Simlarly, the maxi rum anount that may be
expended by an inmate for Trust Fund itens or services is a
controllable privilege. The nunber of tinmes an inmate nay visit
the Comm ssary is controlled by the adm nistration of each
institution. The nunber of visits and hours of Trust Fund
operations are established in accordance with avail able staff
resources, considering the tine required for office duties,
recei ving, stocking, cleaning, inventory managenent, etc.

3. SOLE AGENCY FOR PURCHASE BY | NVATES. The institution Trust
Fund operation shall be the sole agency for purchase by inmates
of approved articles or services not routinely supplied by the

i nstitution.

4. TRUST FUND COVPUTER OPERATI ONS. Various Chapters of this
Manual refer to operations conducted on the Federal Prison Point
of Sale (FPPCS) or the Inmate Tel ephone System (I TS) conputer
systens. All procedures conducted on the FPPOS System are to be
performed in accordance with the Federal Prison Point of Sale
Techni cal Reference Manual; all procedures conducted on the ITS
are to be perfornmed in accordance with applicable manual s. *
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Conmputer security shall be maintained in accordance with the
Program St at enent on Conputer Security. Access to Trust Fund
conputer systens shall be limted to staff who have been assigned
by the Trust Fund Supervisor to perform or nanage operations
conducted on these systens. Conputer hardware will be secured
(compl etely | ogged out) when not in use.
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Chapter 4502 - Trust Fund Operations and Controls
1. PURPGCSE AND SCOPE. This Chapter establishes guidelines for

t he operation and control of Trust Fund prograns, including the
| nmat e Deposit Fund (inmate nonies trust account).

2. CONTROLS AND RESPONSIBILITIES. The Trust Fund (15X8408) and
the I nmate Deposit Fund (15X6085) are the control accounts for
Trust Fund operations. These two appropriation-Ilevel accounts
and their related general |edger accounts shall be naintai ned
usi ng Cenerally Accepted Accounting Principles (GAAP), the

Fi nanci al Managenent System (FMS), the Financial Mnagenent

I nformati on System (FM S), the Federal Prison Point of Sale
(FPPCS) System and the Inmate Tel ephone System (I TS). Specific
policy governing the operation of these accounts follows in
subsequent Chapters of this Manual and the Accounting Managenent
Manual .

The Controller is delegated responsibility for overall control at
the institution of the Trust Fund operation and |Innmate Deposit
Fund accounts. The Trust Fund Supervisor is responsible for
managi ng the day-to-day operations relating to the Conmm ssary,

| TS, Warehouse, and Laundry to ensure conpliance with al
operational policies, reporting requirenents, and budgeted

resour ces.

Principal financial statenments plus an annual report on results
of operations are prepared by Central Ofice Trust Fund Branch *
staff. Upon request, these statenents and the report may be nade
avai l able to the public.

The financial records and procedures of each institution shall be
i ndependently audited to ensure that operations and i nmate funds
are properly safeguarded. The audit shall be conducted by a team
of Bureau personnel fromother institutions and Central/Regi onal
Ofices.

3. COORDI NATOR. The Chief, Trust Fund Branch is responsible for
addr essi ng questions of policy, distributing funds and all ocati ng
positions.

The Chief, Trust Fund Branch shall ensure that in accordance with
the settlenent agreenent in the Washington vs Reno, consolidated
civil case nos. 93-217, 93-290 (E.D.KY) litigation:

E The Bureau shall conduct two surveys conparing the prices
of selected itens sold in the Conmm ssaries of several
correctional institutions operated by the Bureau of Prisons with
the prices of identical or simlar itens sold in retai
conveni ence stores and supermarkets in the community surroundi ng
the correctional institutions. One survey shall be conducted



within 12 nont hs



PS 4500. 04
CN- 04, 11/24/97
Chapter 4502, Page 2

of the Court approval of the settlenent agreenent, and a second
survey shall be conpleted within three years after the first
survey.

E If the debit rates under the New Tel ephone Contract ("New
Debit Rates") are set by the Bureau, the New Debit Rates charged
to inmates in correctional institutions operated by the Bureau
shal | not exceed the highest debit rates charged to inmates in
the state correctional institution having the highest debit
t el ephone rates.

E The Trust Fund receives four mllion (%$4,000,000) fromthe
Bureau and shall distribute the four mllion dollars to
correctional institutions within four years of the date of the
Court approved settlenent agreenent. The Warden shall use the
funds received fromthis distribution for purposes that accrue to
the benefit of the inmate body as a whol e such as anusenents,
education, library and general welfare work. The Warden shal
establish a procedure for receiving the i nmates' suggestions and
recomendati ons for how these funds shoul d be spent.

E Fifty percent of the salaries and benefits of the Trust
Fund Supervisor are to be paid fromthe S&E appropriation.

Each pay period, 50 percent of all hours (50 percent of regular
hours; 50 percent of overtine hours, etc.) recorded for the Trust
Fund Supervi sor shall be charged to the S&E Appropriation
X23- XXX- C-320-536-89K (X is the fiscal year; XXX is the
institution code).

Fifty percent of all hours recorded for the Trust Fund
Supervi sor shall be charged to the Trust Fund Appropriation:
X43- XXX-7-320-536-89K (X is the fiscal year; XXX is the
institution code).
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Chapt er 4503 - Accountability of Enpl oyees

1. PURPGSE AND SCOPE. This Chapter details the responsibilities
of staff involved in the nmai ntenance of the Inmate Deposit Fund
and the operation of the Trust Fund Comm ssary and | nmate

Tel ephone System (I TS). This policy relates to all staff having
any managerial or operational functions dealing with inmate

nmoni es, including, but not limted to, visiting room personnel,

| nmat e Systens Managenent staff, and O fice of Financial
Managenent staff.

Bur eau enpl oyees are prohibited fromreceiving funds or gifts
frominmates for personal use, for investnent for an inmate, or
for any other purpose except as herein prescribed.

2. FINANCI AL RESPONSIBI LITIES. Enpl oyees whose duties include
handl i ng noni es belonging to i nmates or who nake entries to

i nmat es' Deposit Fund accounts shall be personally liable for the
accuracy of their work. All staff shall be held responsible for
the proper disposition (entries) of funds and shall provide
restitution to the proper Inmate Deposit Fund account for any

| osses occasioned by their error or negligence.

3. RESOLUTION CF ERRORS. The mmjority of instances involving

| oss or shortage are expl ai nable and the funds shall be restored
i mredi ately. Errors such as entering the incorrect inmate nane
or register nunber on the receipt, depositing funds to the
incorrect account, and selling or withdrawing fromthe incorrect
account (s) shall be corrected by:

E Restitution by enpl oyee(s) involved.

E Adjusting the inmate account(s). Adjustnments shall be nmade
and docunented regardl ess of the current balance in the innmate
account(s). Credit ("red") bal ances nust be docunented with
information as to how the error occurred and what efforts were
initiated to resolve the credit bal ance.

Any adjustment nmade to an inmate account shall be adequately
docunented wth reference to the source of the error. |If
adjustnents create a credit balance on an i nmate account record,
procedures outlined in the Accounting Managenent Manual shall be
fol | oned.

If relief is sought, docunmentation and application for relief
shall be forwarded to the Chief, Finance Branch through the
appropriate Regional Conptroller.
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Chapter 4504 - Uilization of Trust Fund Fi nanci al Resources

1. PURPGSE AND SCOPE. This Chapter details the utilization of
Trust Fund financial resources. The Trust Fund Appropriation
(15X8408) nmanages funds that are distributed under the foll ow ng
Decision Units, which require expenditures under the designated
Cost Centers only:

O Decision Unit 1. Trust Fund Conmi ssary Operations (Cost
Centers 123, 223, 323); Comm ssary Renovations (Cost Center 388).

O Decision Unit 2. Trust Fund Profit Sharing (Cost Centers
123, 223, 323 for general profit sharing; 312, 316, 313, and 367
for inmate prograns). *

O Decision Unit 6. Trust Fund Training (Cost Center 124).

O Decision Unit 7. Trust Fund Inmate Tel ephone System
Operations (Cost Centers 120, 220, 320).

2. TRUST FUND OPERATI NG FUNDS. The Trust Fund shall use
financial resources for the foll ow ng purposes:

O Salaries and benefits for Trust Fund enpl oyees.
O Commissary resal e nerchandi se.

O Services for the operation of the ITS.

O Commissary and | TS conputer systens.

O Commissary and | TS personal property (freezers, safes,
shel ving, etc.).

O Commissary and | TS operating suppli es.
O Salaries for inmate workers enployed by the Conmi ssary.

3. TRUST FUND RESERVE FUNDS. The Trust Fund shall maintain
financial reserves for the follow ng purposes:

O Renovate Trust Fund facilities.

pe

O Replace outdated equi pnent (capital expenditures).

O Activate new Trust Fund facilities.
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O Initiate new Trust Fund prograns.

O Respond to unforeseen contingencies (sal es nerchandi se and
equi pnent replacenent due to hurricanes, fires, etc.).

Annual |y, the Trust Fund Branch shall develop a plan for the
renovation or nodernization of Trust Fund facilities. The Budget
Executi on Manual provides instructions for requesting renovation
f unds.

Requests for startup funds and positions for activation of new
facilities (Comm ssary and I TS operations) shall be forwarded
fromthe Regional Activation Coordinator or Regional Conptroller
to the Chief, Trust Fund Branch approximately 10 nonths prior to
the anticipated activation date.

4. TRUST FUND PROFITS. The Chief, Trust Fund Branch shal
annual ly review the financial status of the Trust Fund to
determ ne whether funds are available for distribution of profits
to institutions. |If funds are not available, no distribution
shall be made. If funds in excess of operating expenses and
requi red reserves are available, they may be distributed based on
the institution population and the performance of each
institution's operation nmeasured agai nst established Performance
(bj ectives. Performance Qbjectives for the year shall be
announced in Qctober. The eval uation of performance and

determ nation of the institution's profit-sharing amount shall be
determ ned after the close of the Fiscal Year. The Chief, Trust
Fund Branch shall nake the distribution of funds for expenditure
in the next year through an allotnment advice to the regions.

Trust Fund profits may not be used for the personal benefit of

i ndi vidual inmates, but shall be used to provide benefit or the
opportunity to benefit all inmates. In addition, profits nmay not
be used to purchase itens ordinarily procured from funds
appropriated by Congress for care of prisoners.

a. Authorized Expenditures of Trust Fund Profits. Trust Fund
profits may be expended on itens, services, and prograns as
fol | ows:

o) Prizes and Awards such as soft drinks, snacks (such as
popcorn, chips, or ice cream, or other non-property
type itens for field day events, recognition
gat herings, talent shows, and bi ngo.
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Recreation Activities such as novies, cable television,
educati onal tapes and books, board/card ganmes and gane
tabl es, entertainnent such as guest speakers, plays,

and nusi cal groups. *

Not e: Funds under this category for purchasing
nmovi es and cabl e tel evision are subject to
restrictions. They may only be used to
purchase a single prem um cable novie
tel evi sion channel or a video |license and
video rental s.

If the institution has sufficient Trust Fund Profit
Sharing funds, such additional cable services as ESPN
MIV, Bl ack Entertai nnent Channel (BET) or Univision
(Spani sh Channel ) may be purchased. However, the
institutionis still limted to one prem um novi e
channel if the institution does not purchase a video
license and rentals.

Satellite dishes may be purchased only when a request
is approved by the Regional Director and the Chief,
Trust Fund Branch.

Arts and Crafts Activities and instructors for arts and
craft activities.

Recreation Prograns, Equi pnment and Supplies such as
non-el ectroni c score boards, teamshirts, non-

el ectroni c nusical instrunents, recreational equipnent
and supplies, etc.

Educati onal Prograns and Supplies such as self-help and
educati onal videos, equipnent for audio visual centers
in libraries, subscriptions to vocational nagazi nes,

i brary books, etc. which are in addition to the
standard itens which are purchased by S&E. Educati onal
prograns may include instructors, speakers and sem nars
of vocational or life-skill value (job interview
skills, resune witing,) job fairs, etc.

| nmate Services lItens such as m crowaves for inmates to
use with Comm ssary purchased itens, televisions for

tel evision roons in excess of any supplied under the
S&E appropriation, washers and dryers for inmate use
(provided the institution has a regular institution

| aundry operation), popcorn machines, typewiters and
typewiter supplies, mcrowave ovens, etc.
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Hol i day Programs such as special seasonal prograns,
unit and visiting room holiday decorations; inmate
hol i day gift packages, etc.

| nmat e Heal t h/ Fi t ness Prograns such as instructors and
supplies for wellness, nutrition, physical fitness, and
health fairs, etc

Childrens Itenms/Prograns for children of inmates, such
as ganes, books, toys, play areas with playground
equi pnent, Famly Day Activities, etc.

Activities of Inmate Organi zations - activities of

| nmat e Organi zati ons which the Warden approves under
the Program Statenent on Inmate Organi zations. This
may i nclude a special neal for an inmate organi zation
event provided the neal is provided in accordance with
ot her Bureau policy.

Q her itens as approved by the Assistant Director for
Adm ni stration under these guidelines.

b. Special Allotnents for Inmate Prograns. The Trust Fund may

provi de special allotnments for certain inmate prograns. Only the
speci fied anount of the Trust Fund allotnent is to be used to
fund each program

o)

O

| nmat e Performance Pay. Beginning in Fiscal Year 1999,
the Trust Fund will provide an allotnment for Inmate
Performance Pay (IPP) at institutions. Only the
specified allotnment of the Trust Fund profit
distribution is to be used to pay inmate salaries (i.e.
other profit sharing funds may not be used to fund
additional inmates) and this allotnent may not be used
for other profit sharing purposes or for other Trust
Fund or S&E pur poses.

Base Recreation Operating Costs. Beginning in Fiscal
Year 1999, the Trust Fund will provide an allotnent for
t he basic operating costs of the Recreation program
This allotnment is to be used for contracts, supplies,
and equi pnent related to fulfilling the m ssion of the
Bureau's inmate Recreation program This allotnent
shal | not be supplenented with other S&E funds.

Not e: The S&E appropriation will continue to be
used for staff rel ated expendi tures such as
sal aries, benefits, travel, and training.
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QG her Inmate Prograns. The Trust Fund may provide
special allotnments for inmate progranms such as Advanced
Cccupational Education, Artists in Residence, |nmate

Pl acenment, Beckley Responsibilities and Val ues
Enhancenent (BRAVE), and Chall enge, Opportunity,
Discipline, Ethics (CODE), etc. An allotment for these
prograns may be used for contracts, supplies and

equi pnrent related to the designated program No funds
fromthese allotnents is to be expended for enpl oyee
sal aries, benefits, travel or training.

c. Prohibited Uses of Trust Fund Profits. Expenditures of

Trust Fund profits are not to be nmade for the foll ow ng:

o)

O

O

O

O

O

O

O

O

I ndi vidual itens of clothing or property for innates
such as sweatsuits, shoes, bedding, etc.

Instruction (live or broadcast) or training equipnent
for boxing, westling, judo, karate, or other marti al
arts, or for the purchase of any bodybuil ding or wei ght
[ifting equipment.

El ectric or electronic nusical instrunents.

Prem um novi e cabl e tel evision channel or video rentals
whi ch provide for the viewwng of R X, or NC17 rated
nmovi es unl ess procedures have been inplenented to

prohi bit these types of rated novies from being vi ewed
by the inmate popul ation.

Pay- per-view tel evision events. *
Construction or renovation of buildings, running
tracks, gymasi uns, playing courts and fields. See

Par agraph 3 for approved renovati ons.

Itens which are security related such as radi os,
handcuffs, fences, razor wire, high mass lighting etc.

Prepared neals from outside sources such as Dom nos
Pi zza, Kentucky Fried Chicken, Burger King
Burgers/Fries etc.

Uility expenses such as water, electric, etc.

Medi cal services, supplies or medical equipnment which
are the responsibility of the Health Services Budget.

Bar ber Shop/ Beauty Shop Equi pnent/ Suppli es.
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o) Basic furniture for living units or the visiting room
such as chairs, tables; furnishings such as in-cel
coffee pots or in-cell televisions.

o} Funds paid directly to inmates or loans to i nmates and
donations to charities or dues to National
or gani zati ons.

0 Itens, or prograns which are the primary responsibility

of anot her Departnment which has been provi ded S&E
funding for that purpose (i.e., Education/Legal/Food
Servi ce/ Medi cal ) .

d. Questions regarding appropriate uses of Trust Fund profits
shall be directed to the Chief, Trust Fund Branch, Central
Ofice.

5. ALLOCATI ON OF FUNDS AND POSI TI ONS - TRUST FUND APPROPRI ATI ON
Funds for Trust Fund operations are authorized by the Chief,
Trust Fund Branch and distributed through the Bureau Budget
Execution process. Regul ations concerning obligation and
accounting for funds fromthe 15X8408 Appropriation are found in
t he Accounting Managenent Manual and the Budget Execution Mnual .

The Chief, Trust Fund Branch shall annually issue guidelines for
t he subm ssion of budget requests for the upcom ng year. Certain
operating funds, such as inmate pay, overtine, and operating
supplies, shall normally be distributed by equity formul a.

Requests for equi pnent replacenent and funds for renovation of
Comm ssary facilities shall be part of the annual budget

submi ssion. Institutions requesting funds in excess of the
yearly allotnent for any designated category (Object d ass)
(1.e., enmergency need for equi pnent replacenent, special needs
for additional tel ephone services) shall route the request

t hrough the Regional Conptroller to the Chief, Trust Fund Branch
for consideration of funding. 1In all cases, funds nust be
approved and allotted prior to expenditure by the institution.

The Chief, Trust Fund Branch allots approved Trust Fund positions
t hrough the Budget Execution process. Positions are normally
allotted to institutions based on an equity formula. Requests
for Trust Fund positions shall be routed through the Regi onal
Comptroller to the Chief, Trust Fund Branch for review and
approval. Funds fromthe Trust Fund Appropriation may be used to
fund only the nunber of authorized Trust Fund positions. At no
time shall Trust Fund funds be expended for the regular salary of
any positions in excess of the nunmber authorized.

PS 4500. 04
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To ensure neeting the terns of the Washington vs Reno litigation
settl enment agreenent, changes in the duties and responsibilities
and/or the position description of the Trust Fund Supervisor
shall require concurrence of the Chief, Trust Fund Branch. See
Chapter 4502 for information on accounting for the Trust Fund
Supervi sor position.

The Trust Fund Supervisor shall ensure the operation is nmanaged
within the allotted budget resources (funds and positions).

The Trust Fund Supervisor is the Cost Center Manager for X4 Cost
Centers (Decision Unit 1, Cost Center 323; Decision Unit 2, Cost
Center 323; Decision Unit 7, Cost Center 320) and nust follow the
requi renents in the Budget Execution Manual for assigning a
control nunber and certifying funds are avail able for purchases
fromtheir cost center. The use of the fund control systemis
optional for purchase of Comm ssary resale itens. 1In |lieu of
usi ng the standard system for fund control of resale itens, the
Trust Fund Supervisor nust review FM5 or FM S reports at the end
of each nonth to ensure obligations for resale itens do not
exceed the allotted budget plan for this category. Copies of the
monthly review shall be maintained on file. The Trust Fund
Supervi sor may al so be the Cost Center Manager for Cost Center
323, Inmate Services. The appropriate Cost Center Manager is
responsi ble for funds allotted to special prograns under

Par agraph 4. b. *

6. PERSONAL PROPERTY. Policy regarding the purchase of
capitalized and non-capitalized personal property fromthe Trust
Fund Appropriation is found in Chapter 4507 of this Mnual.

7. G FTS AND BEQUESTS. The Attorney CGeneral may accept gifts or
bequests of noney for credit to the Trust Fund appropriation. The
authority to accept gifts or bequests has been delegated to the
Director, Bureau of Prisons (28 CFR 0.96(f), and is redel egated
to the Assistant Director, Admnistration D vision and the Chief,
Trust Fund Branch.
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Chapter 4505 - Inmate Trust Fund Wrkers

1. PURPGCSE AND SCOPE. This Chapter describes the roles of
i nmates and outlines conditions and procedures for conpensating
i nmat es enpl oyed in Trust Fund operations.

2. CONDITIONS. Inmates receive conpensation fromthe Trust Fund
appropriation for work perforned in the Comm ssary. |nnates
shal | have no duties assigned related to the ITS and no
conpensation is authorized for that purpose.

3. RATE OF PAY. The hourly rate of pay for inmates assigned to
the Comm ssary is:

$.55 per hour starting.
.75 per hour after 3 nonths' service, if warranted.
.95 per hour after 6 nonths' service, if warranted.
1. 20 per hour after 9 nonths' service, if warranted.

Any increase in pay (which shall not exceed $1.20 per hour) shal
be based upon the inmate's work performance and avail ability of
f unds.

4. PAYRO.L. Optional Form 1017G (Journal Voucher) shall be used
to prepare the nonthly payroll. Payroll docunentation shal

i nclude the nanme and regi ster nunber of each i nmate worker, the
period covered, the hourly rate, and the gross pay.

The payroll is certified wwth the foll ow ng statenent:

"I certify that this payroll is for paynent to i nmates whose
enploynment is directly related to Trust Fund sal es
activity."

The payroll shall be prepared by the Trust Fund Supervisor or
desi gnee and approved by the Controller. The Trust Fund
Supervi sor shall ensure that expenditures for inmate pay do not
exceed the authorized cunul ative Trust Fund quarterly all ot nment
of funds for inmate sal ari es.

Rel atively short absences due to call outs, hospitalization, sick
line, etc., do not affect the period covered.

5. PART-TIME WORKERS. | nmates working part-tine in the

Comm ssary during the evening and at other jobs during the day
may be paid Performance or UNI COR pay for the daytinme jobs and
Trust Fund pay for the evening work. Good judgenent nust be used
when enploying an inmate in two areas, wWith consideration given
to work schedul e and security conflicts.
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6. RESTRICTIONS ON I NMATE DUTIES. Inmates shall not have access
to the Federal Prison Point of Sale (FPPOS) systemor |nmate

Tel ephone System (I TS) conputers except through the Autonmated

I nqui ry Machine (AIM or the ITS tel ephone to access personal
account information. |Inmates shall not have access to Trust Fund
conputer manuals. Inmates shall not at any tinme handl e ot her

i nmates' original Comm ssary sales receipts, or aid in sales
reconciliation procedures. Inmates shall not participate in
Comm ssary inventories other than noving cartons to facilitate
the count. Inmates shall not handl e docunents related to the
operation of the ITS, unless expressly authorized in this Program
Statenent or other Bureau policy.
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Chapter 4506 - Trust Fund Purchasing and Recei ving

1. PURPGSE AND SCOPE. This Chapter outlines purchasing and
recei ving procedures under the Trust Fund Appropriation.

2. GENERAL PURCHASI NG REPORTI NG REQUI REMENTS. Trust Fund funds
shall be used to purchase supplies and equipnment directly rel ated
to sales functions. The funds shall not be used to procure

pl unbi ng, electrical, air conditioning, or any other types of

mai nt enance equi pnrent and supplies except for funds approved
under the formal Trust Fund renovation process.

Trust Fund contracts and purchase orders shall be subject to the
sanme rules, regulations, and Iimtations governing institution
transactions, with the exception that it is optional for
institutions to obtain conpetitive bids for Trust Fund

mer chandi se purchased for resale in the Conm ssary. In addition
it is not mandatory that Federal Supply Service (FSS) schedul es
be used to purchase itens for resale. By approval of the
Comm ssi oner, Ceneral Services Adm nistration (GSA), on Septenber
13, 1963, stock itens may al so be purchased through the GSA
Supply Catalog for resale in the Comm ssary. Wen the
procurenent is not conpetitive and specific brands of nerchandi se
are required, care shall be exercised that the procurenent is
made directly froma manufacturer or distributor who provides a
fair and reasonabl e cost.

3. PURCHASI NG AND RECEI VI NG

O Purchase. Requests for Purchase (BP-101) and Purchase
Orders for supplies, equipnent, and services fromthe Trust Fund
Appropriation shall be prepared in accordance with the procedures
outlined in the BOP Acquisition Policy. Additional procedures
for purchasing equi pnment fromthe Trust Fund Appropriation are
detailed in Chapter 4507 of this Mnual.

O Receipt. Upon receipt of Trust Fund supplies, equipnent
and services at the institution, a Receiving Report (Purchase
Order for conplete order and BP-104 for partial order) or other
approved receiving docunent shall be prepared and processed in
accordance with Chapter 4573 of this Manual.

O Use of Governnent Credit Card for Trust Fund Purchases.
The Governnment Credit Card shall be used to procure Trust Fund
suppl i es, equiprment, and services within the $2,500 |linmt as
aut hori zed under the procedures outlined in the Governnent
Commercial Credit Card Program *
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4. PURCHASI NG RECEI VI NG SPECI FI CALLY RELATED TO THE PURCHASE OF
COVMM SSARY RESALE MERCHANDI SE. Chapter 4527 of this Mnual

i ncl udes specific requirenents for purchasing and receiving

Comm ssary resale itens. The special procedures required to use
the Governnment Credit Card for purchases of Comm ssary

mer chandi se are outlined in Chapter 4527 of this Mnual.

5. CASH PURCHASE PROCEDURE. Institutions nmay use cash purchase
procedures for making purchases for the Trust Fund (15X8408) in
accordance wth the Accounting Managenent Manual. Receiving

Reports shall be prepared for all purchases of nerchandi se bought
for resale in the sales unit.
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Chapter 4507 - Trust Fund Personal Property

1. PURPGCSE AND SCOPE. This Chapter details procedures for
obt ai ni ng personal property through the Trust Fund Appropriation.

2. PURCHASE OF PERSONAL PROPERTY. Capitalized or non-
capitalized personal property shall not be obtained (donated or
purchased) w thout prior approval fromthe Chief, Trust Fund
Branch. The definition of personal property is found in the
Property Managenent WManual

Al'l personal property purchased from 15X8408, Trust Fund
Appropriation, nust be Comm ssary or | TS sales or sales-rel ated
itens. Requests for personal property shall normally be

subm tted through the annual budget request process. An

i ndi vidual justification (BP-135) shall be submtted to the

Chi ef, Trust Fund Branch through the Regi onal Conptroller, as
indicated in the Budget Execution Manual except as outlined bel ow
in Paragraph 8. |f approved, the request will receive a Special
Aut hori zation (SA) Nunmber. This nunber shall appear on the
Purchase Order in the Request for Purchase bl ock. The SA Nunber
al so provides authority to expend Trust Fund funds for personal
property itens.

SA Nunbers are required for the purchase or rental of a copy
machi ne used for inmate copy operations. However, the Departnent
of Justice forns are not required when the copy machine is funded
t hrough the Trust Fund Appropriation.

3. CONTROLLED CAPI TALI ZED PERSONAL PROPERTY. Controlled or
capitalized (nore than $5,000 in value) personal property (see
Property Managenent Manual) purchased fromthe Trust Fund
Appropriation shall be entered into the SENTRY Property
Managenent System (SPMS) and nai ntained in accordance with

gui dance provided in the Property Managenent Manual .

Note: A waiver was granted to the Trust Fund to excl ude
non-capitali zed FPPOS conput er equi pnent (conputers,
printers, scanners, etc.) fromthe controlled property
l[isting. Al other Trust Fund equi pnent, including FPPOS
equi pnent over $5,000, shall continue to be controlled in
SPMS in accordance with the Property Managenent Manual

4. CAPI TALI ZED PERSONAL PROPERTY PURCHASED FROM PROFI T SHARI NG
FUNDS. Equi prrent purchased from Trust Fund profit distributions
shall be handled in the sane manner as all other capitalized
personal property. Upon receipt, the itenm(s) shall be entered
into the SENTRY Property Managenent System (SPMS) under the
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Sal ari es and Expense Appropriation (Cost Center where itemis

| ocated). An entry into FMS shall be made in accordance with
gui delines in the Accounting Managenent Manual. The purchase of
capitalized or non-capitalized personal property, using Trust
Fund profit-sharing funds, does not require prior approval or a
Speci al Authorization (SA) Nunmber fromthe Chief, Trust Fund

Br anch.

5. PERSONAL PROPERTY FROM SURPLUS SOURCES. Personal property
may be acquired from surplus sources. Procedures outlined in the
BOP Acquisition Policy (521BPAP) and the Property Managenent
Manual for obtaining itens from surplus sources shall be
fol | oned.

6. SURVEY OF TRUST FUND PERSONAL PROPERTY. Central Ofice Trust
Fund Branch approval is not necessary before disposing of Trust
Fund-control | ed personal property. A Report of Survey (BP-111)
shal | be prepared and processed in accordance with the Property
Managenent Manual .

A copy of the Report of Survey for Trust Fund personal property
damaged or | ost through unusual circunstances, such as fire or
theft, shall be forwarded through the Regional Conptroller to the
Chi ef, Trust Fund Branch pronptly after conpletion. An

expl anation of circunstances relating to |ost property nust
acconpany the Report of Survey.

7. TRANSFER OF PERSONAL PROPERTY. Equi pnent, purchased with
Trust Fund funds for use in the Trust Fund operation, which is no
| onger being used shoul d be nade avail able to other Bureau Trust
Fund operations prior to being transferred to another non-Trust
Fund appropriation either locally or at another institution. |If
efforts have been exhausted for transferring the property within
the Bureau, the property may be offered as excess property
out si de the Bureau consistent with the Property Managenent

Manual . *

O Transfer Between Institutions. Personal property may be
transferred fromone institution Trust Fund operation to another
using the guidelines for transferring excess property outlined in
the BOP Acquisition Policy, the Property Managenent Manual, and
t he SENTRY Fi nanci al Managenment Techni cal Reference Manual .

Equi prent may be transferred fromone Trust Fund operation to
anot her wi thout Trust Fund Branch approval by using the SENTRY
Property Managenent System (SPMS) Transfer Qut (TRO function
usi ng Appropriation X4, Cost Center 322, PMS 538, as the
war ehouse storage code. When the X4 Appropriation is used for
the TRO function, FMS entries are acconplished automatically and
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no manual entries are required. Manual entries are required in
FMS only if Trust Fund equipnment is transferred to a different
appropriation.

O Transfer from Trust Fund to Qther Appropriations.
Institutions planning to transfer personal property fromthe
Trust Fund Appropriation to another appropriation shall submt a
conpl eted Stores Requisition (BP-100) through the Regional
Comptroller to the Chief, Trust Fund Branch for approval prior to
transfer. This requirenent does not apply to equi pnment purchased
under the Trust Fund profit-sharing program

8. TRUST FUND EQUI PMENT PRIORITY LIST. Annually, institutions
shal | devel op their equi pnent needs along with the budget request
for operational expenses in accordance with the Budget Execution
Manual .  Each institution will be supplied a m nor equi pnment
budget as a standard part of the initial financial plan for the *
purchase of Comm ssary rel ated equi pnent only. These funds may
be expended for m nor equi prent under one Special Authorization
Nunber (provided with the financial plan) except that these funds
shal |l not be used to purchase conputer equi pnent or conputer

peri pherals. An individual Equipnment Justification (BP-135) is
requi red for any requested major or mnor equipnment

(controlled, capitalized, and non-capitalized) which is in
addition to the above referenced initial $1,500 allotnent or for
any conputer equipnent. Funding and Speci al Authorization
Nunmbers for approved itens shall be included in the initial
financial plan.

Suppl enment al requests, including the BP-135, for any major or

m nor equi pnment shall be forwarded to the Chief, Trust Fund
Branch through the Regional Conptroller. |[If approved, a Speci al
Aut hori zation (SA) Nunmber will be assigned. SA Nunbers shall be
pl aced on all procurenent docunents to support the procurenent.
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Chapt er 4508 - Trust Fund Docunent Retention Schedul e

1. PURPGSE AND SCOPE.

Thi s Chapter provides guidelines for the

length of tinme Trust Fund docunents are to be retained before

destruction or archiving.

This Chapter is intended as a guide

for Trust Fund docunents, and it and all other docunents will be
retained as referenced in the Financial Minagenment Techni cal

Ref er ence Manual

2. DOCUMENT ORI G N

institution, region, and Central
record for retention and di sposition.

The originator of records maintained at the
Ofice levels is the office of

Dupl i cate copi es of

records may be maintained at the Region or Central Ofice |evels
as necessary for Program Review anal ysis, and nay be di sposed of
at that particular office’s discretion.

3. RETENTION SCHEDULE FOR TRUST FUND DOCUMENTS.

a. Trust Fund Federal Prison Point of Sale (FPPOS) System

Title of Forns

1. Sal es Recei pts and Cash
Drawer Sunmary
Packets/ Cl ose the Store
Report

2. | nvent ory Adj ustnents

3. Cost/ Sal es Price Changes

4, Detail Control Account
Mont hl y/ Fi nanci al
St at enent

5. FY XXXX 4th Quarter
Backup ( End- of - Year)

6. Quarterly Backup

Di sposal I nstruction

Retain six years and three
nmont hs after the end of the
fiscal year and destroy at the
end of retention period.

Destroy two years after date
of survey action or date of
posting nmedi um

Destroy two years after date
of survey action or posting
medi um

Destroy three years after the
end of fiscal year or the
peri od covered.

Retain six years after the end
of the fiscal year and
reformat and destroy cartridge
at end of retention period.

Retain current fiscal year; at
end of retention period
cartridge nmay be reused.



10.

11.

12.

13.

14.

15.

16.

17.

Year - end Cl ose- out
Procedure Files

Report of Survey
(Comm ssary Copy)

Fund Control Records

Recei vi ng Reports
(FPPGCS and \War ehouse

Copy)
Speci al Purpose Orders

Pur chase Request
(War ehouse Copy Only)

FPPOS Gener at ed Request
for Purchase

St ock Record Cards

| nventory Reports
(Worksheets, Stock
Status, etc.)

Dai | y Bal anci ng Reports
(FPPCS I nventory)

Cl ot hing | ssue Records
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Retain two years after the end
of fiscal year and destroy at
the end of retention period.

Destroy two years after date
of survey action.

Retain two years after the end
of fiscal year and destroy at
end of retention period.

Retain two years after the end
of fiscal year and destroy at
the end of retention period.

Retain two years after the end
of the fiscal year and destroy
at the end of the retention
peri od.

Retain one year after the end
of the fiscal year and destroy
at the end of the retention
peri od.

Retain one year after the end
of the fiscal year and destroy
at the end of retention

peri od.

Retain two years after the end
of the fiscal year and destroy
at the end of the retention
peri od.

Retain two years after the end
of the fiscal year and destroy
at the end of the retention
peri od.

Retain one year after the end
of the fiscal year and destroy
at the end of retention

peri od.

Destroy upon transfer or
rel ease of inmate.
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Trust Fund I nmate Tel ephone System (ITS).

Mont hly Six Part Fol der

Mont hly Real Tine
Activity Report

| TS Transacti on Contr ol
Log Book

Tel ephone Nunber Request
For s
Requests for Denial or

Renoval
Nunmber

| ndi vi dual

of a Tel ephone
| nmat e Bal ance

Quarterly Back-up Tape
Nunmber 1

Quarterly Back-up Tape
Nunber 2

Troubl e Reporting Log
Book

Retain two years after the end
of the fiscal year and then
destroy.

Retain nobst recent 12 nont hs
and then destroy.

Retain two years after the end
of the fiscal year. Miltiple
years may be included in one

| og book.

Retai n 30 days, then destroy.

Records shall only be renoved
fromthis file when an i nmate
is released or transferred.

Retain the npst recent seven
days then destroy.

Retain six years in a fire
resi stant conpartnent in a
secure | ocation separate from
the I TS conputer equi pnent.

Retain three nonths in a fire
resi stant conpartnent in a
secure | ocation separate from
the I TS conputer equi pnent,

t hen reuse.

Retain one year after the end
of the fiscal year. Miltiple
years may be included in one
| og book. *
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Chapter 4520 - Security - Conm ssary

1. PURPGSE AND SCOPE. This Chapter details m ninmum gui delines
for maintaining the security of the Conm ssary.

2. COW SSARY SECURITY. Security is of utnost inportance to al
personnel involved in Trust Fund operations. Merchandi se | ost

t hrough negligence or theft by inmates reduces the funds
avai l able for the total Trust Fund operation. The m ninmum
security standards for Conm ssary procedures are:

E Al inmate workers entering or |eaving the Comm ssary mnust
be pat searched. GOccasional visual searches (strip searches) are
aut hori zed and shall be conducted in accordance with the Program
St atenent on Searches of Housing Units, Inmates, and | nmate Wrk
Ar eas.

E Al trash | eaving the Conmi ssary nust be searched by a
staff nenber. Boxes and cartons shall be broken down.

E Inmates who steal nerchandise fromthe Conmissary are
subject to a disciplinary action in accordance with the Program
Statenent on Inmate D scipline and Special Housing Units.

E No nore inmates than staff can effectively manage and
control shall be permtted to work in the Comm ssary during the
sales period. Inmates shall never work in the Conm ssary w thout
staff supervision. At no tine shall inmates be | ocked in the
Comm ssary without a staff nenber present.

E At least annually, at the Controller's request, a
Correctional Services staff nenber shall performa conplete
security review, including a check of the physical facilities of
the Trust Fund operation. This review w || be acconplished by
summari zing the quarterly security reviews as outlined in the
Correctional Services Manual. A witten report of the findings
shall be submtted to the Controller and Trust Fund Supervi sor.
The Controller shall notify the Chief, Trust Fund Branch through
t he Regi onal Conptroller of any significant security problens
identified in the revi ews. *

3. KEY SECURITY. Trust Fund operation keys are considered "hot"
keys and shall only be issued to designated staff. Enpl oyees
assigned to work in the Comm ssary, the Controller and/or the
desi gnat ed supervisor of Trust Fund operations, may have keys to
the Comm ssary and storage areas on a 24-hour check out basis.
Enpl oyees not directly assigned to the Comm ssary or storeroom
shal | not have keys to these areas. A key to the Conmm ssary and
storage areas shall be kept under glass in the control roomfor
energencies (e.g., fire or refrigeration breakdown). Trust Fund
keys in the control roomshall have the sane restrictions as

t hose inposed on the key to the tel e-key cabi net.
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Wien it is considered to be in the best interest of the Bureau
that Trust Fund keys remain at the institution, the follow ng
procedures shall be followed. A special wood/ netal box(s) with a
glass front, |arge enough to contain the entire Trust Fund key
ring(s), (or an individual Trust Fund key ring) shall be
constructed and placed in the control room At the end of each
wor k day, the Trust Fund ring(s) shall be securely |locked in this
box. A key to the |ocked box may be checked out on a 24-hour
basis to designated enpl oyees assigned to the Comm ssary, the
Control |l er and/or the designated supervisor of Trust Fund
operations. In an energency, the glass nay be broken to obtain
the keys. After any such incident, a menorandum shall be
forwarded to the Controller docunenting the situation that

requi red energency key access.

4., HOTI ROOM SECURITY. Each institution shall establish |ocal
procedures, either as a separate Institution Supplenent, or as a
conponent of a consolidated Institution Supplenment on Trust Fund
operations, for a "hot roonf in the warehouse to secure Trust
Fund nerchandi se upon receipt. The "hot rooni nust be a secure
| ocked area in the warehouse separate fromother institution
storage areas. Only Trust Fund nerchandi se shall be stored in
the "hot room" At no time shall inmates be all owed access to
the "hot room' unl ess supervised by warehouse staff. When

war ehouse space is not avail able, Trust Fund nerchandi se shall be
received directly into the Conm ssary. In no circunstances shal
Trust Fund nerchandi se be left in an unsecured area in the

war ehouse.

5. MERCHANDI SE SECURITY. Proper and positive identification of
inmates is essential. A sale shall be nmade only after the inmate
has been positively identified by checking the Inmate Account
Card photograph. If the institution has not inplenmented the

| nmat e Account Card Program an Institution Suppl enent addressing
procedures to positively identify inmates nust be establi shed.

To ensure that sales itens are not conceal ed i nside one anot her

or otherw se m shandl ed, a staff nenber shall pass nerchandi se

t hrough the sales wwndowto the inmate. Staff shall not rely on

i nmat e enpl oyees for a count of the quantity sold or for the item
nunbers of the nerchandi se sol d.

Care nust be exercised in noving inventory fromthe warehouse to
the Comm ssary. Wen supplies nust be noved across the conpound,
institutions should consider a covered, securable container. No
nore i nmates than can be properly supervised shall be used to
transport supplies.

Smal | valuable itens (watches, radios, tokens, etc.) shall be
kept in a securely |locked lIocation. Only the m ni num nunber of
itenms expected to be sold during a sales period shall be renoved
fromthe secure | ocation
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6. CO N AND STAMP SECURITY. Coins and postage stanps brought to
the sal es counter shall be secured in a | ocking drawer, cabinet,
or other | ockable container at the sales counter, and returned to
the safe when sal es are not being conducted.

A running inventory of the total quantity of coins and stanps
shall be maintained on a Stock Record Card (BP-109) or in a

| edger book for each accountabl e sal esperson. The Stock Record *
Card shall be updated after each sales period to reflect the
nunber of coins and stanps sold. Any unreconciled di screpancy
must be reported by close of business the followi ng day to the
Trust Fund Supervisor, who shall initiate appropriate action for
resolution as prescribed in Paragraph 7 bel ow.

A fire-resistant, sturdy, and physically substantial safe
contai ni ng separate | ock-conpartnents (either by key or

conbi nation) shall be used to maintain the stock of coins and
stanps for the Conm ssary. The conpartnents nust be nunbered and
| abel ed on the outside door of each conpartnment. A safe with a

| ockabl e external door is preferred. Those institutions, where
no coins are maintained in the Trust Fund inventory, may use a
sturdy fire-resistant | ocking cabinet for stanps.

The safe nmust be |ocated in a roomor office that is secure and
separate fromthe general Conm ssary stock areas. As an exanpl e:
The safe shall not be located in an area where i nmates may have
an opportunity to tanper with it. Inmates shall not be in the
roonf office when the door(s)/conpartnent(s) are unlocked. |dea

| ocations include a | ocked Comm ssary staff office or "hot room"”

The supervi sor of Warehouse operations shall be assigned a

m ni mum of one conpartnment within the safe. Only this individual
shal | possess the conbination/key to his/her assigned
conpart ment .

A separate conpartnent equipped with a separate conbi nation/key

| ock shall be assigned to each nenber of the Warehouse staff
conducting Comm ssary sales. Only the individual assigned to the
conpartment shall possess the conbination/key. A duplicate

conbi nation/ key to each separate conpartnent within the safe
shal |l be sealed by the enployee in a separate envel ope with

hi s/ her signature and date placed across the seal. The statenent
bel ow shal| appear on the envel ope; the enpl oyee shall obtain the
signature of the Warden and hand carry the envel ope to the
security officer, who will maintain it in the tele-key cabinet.

"This envel ope containing the duplicate conbination/key to
(i nsert enpl oyee's nane) conpartnment nunber (insert conpartnent
nunber) of the Comm ssary safe containing coins and stanps shal
be opened only in the presence of two nenbers of the follow ng
commttee (one of which will be the Controller or the Trust Fund
Supervi sor):
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Controller

Trust Fund Supervi sor

Supervi sor of Warehouse operations (only if the envel ope
does not contain the key/conbination to this individual's
conpart nment)

One ot her Financial Mnagenent enpl oyee

Si gned

(War den)

Dat e

The procedures |listed bel ow shall be foll owed when a seal ed
envel ope/ conpartnent is opened:

# Inventory and conpare the nunber of coins and stanps in the
conpartnent with the information on the stock record cards.
Docunent by nmenorandumthe results of each stanp and coin
denom nation inventory in the conpartnent.

# Transfer the contents to another appropriate enpl oyee using
a Stores Requisition, Invoice and Transfer form (BP-100).

# Have the two enpl oyees who wi tnessed the opening of the
envel ope docunent and sign the inventory.

# Provide copies of the inventory to the previous enpl oyee
who used the conpartnent, the Supervisor of Warehouse operations,
and the Trust Fund Supervi sor.

No enpl oyee, other than the Controller, Trust Fund Supervi sor,
Supervi sor of Warehouse operations, and the respective nenber of
t he Warehouse staff assigned a conpartnent, shall have access to
t he conbi nation/key to the external door of the safe.

Al |l safe conbinations shall be changed at | east once each year

| ndi vi dual conpartnment conbi nati ons nust be changed whenever
there is a change in Warehouse staff occupying a Comm ssary
position using the particular conpartnent. Institution security
officers, or locally procured services of a security officer, may
be used to obtain technical instructions for changing the

conbi nations. A separate |log for each conpartnent and the
external door shall be kept indicating the date and reason for

t he change; the | og shall be permanently posted on the inside of
the safe's external door

The actual setting of the new conbination(s) nust be personally
performed by the nmenber of the Warehouse staff assigned to the
conpartnent. The security officer nmust not have know edge of the
conbi nation or access to the key to any Trust Fund safe.
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Al staff must lock or turn the dial on the safe
conpartment s/ door when the safe is not in use and any tine they
| eave the office.

7. LIABILITY FOR CONS AND STAMPS. Each nenber of the warehouse
staff is personally liable for all coins and stanps in his/her
respective conpartnent(s). A warehouse staff nenber, when so
directed, shall immedi ately nake good any shortages (see the
Accounti ng Managenent Manual, and Manual of Procedures and

I nstructions for Cashiers). Overages shall be handled in
accordance wth procedures in the Accounting Managenent Minua

for inventory overages. Under no circunstances shall Trust Fund
coins or stanps be mngled with other funds/stanps. |[If, in
extraordinary circunstances, the institution seeks formal relief
of accountability for any coin shortage, the request mnust be,
according to Federal Statutes, approved prior to processing the
Report of Survey. The request and supporting docunmentation shal
be forwarded through the Regional Conptroller to the Chief, Trust
Fund Branch for processing.

8. PHYSICAL | NVENTORY OF CO NS AND STAMPS. A physical inventory
of coins and stanps shall be reconciled to the Stock Record
Cards, FPPCS and FMS systens bal ances at | east tw ce each
guarter; once, at the sanme tinme as the institution's quarterly
unannounced cash verification and once as part of the quarterly
Comm ssary inventory.

It is the responsibility of the inventory teamto ensure the

i nventory amounts (counts) are physically present. Exanple:
Each sl eeve of coins should be individually counted in each box
to ensure the box contains the anobunt of coins normally in a ful
box and that no enpty boxes are "buried" in a stack of coin
boxes.

The coins and stanps shall be counted in each drawer of each safe
contai ning Trust Fund coins and stanps. The inventory count of
coins and stanps at one safe shall be followed i medi ately by

the inventory of any other safes which contain Comm ssary coins
and/ or stanps. The conbined totals for coins and stanps shall be
conpared to the amounts recorded in FPPOS and FMS using
Attachnents A, B, C, and D. Any differences between the actual
physi cal inventory and FPPOS and/ or FMS nust be fully expl ai ned.

Differences in inventory bal ances shall be reconciled in
accordance with procedures in Chapter 4580 of this Manual and in
the Property Managenent Manual. Any overages shall be recorded
in the accounting system according to the procedure for inventory
overages in the Accounting Managenent Manual
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Attachnents A, B, C, and D shall be filed with the institution's
quarterly unannounced cash verification docunents or the Trust
Fund i nventory docunments depending on the timng of the
verification.

In addition to the physical count of coins and stanps, the
inventory teamshall confirmthe presence of coin and stanp
checks on hand and "in transit" and reconcile those anounts with
the anounts recorded in account nunbers 165.1 Stanp Checks in
Transit and 166.1 Coin Checks in Transit on the 100.63 Ceneral
Ledger report. The bal ance recorded in these accounts shoul d
equal the total amount of coin and stanp checks on hand plus the
val ue of any checks whi ch have been keyed into FMS but not

recei ved.

Attachnent E shall be used to reconcile the Stanp and Coi n Check
"I'n Transit" accounts.



